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CITY OF ANNAPOLIS

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No.

M-\

FIRE DEPARTMENT

Division:
SUPPRESSION

Item
No.

Description

Retention

General Correspondence

Original incoming letters, copies of outgoing
letters, memoranda, studies, reports, directives,
policies, and other materials related to the
administration of the agency.

Retain for three years, then destroy.

Station Daily Log

Daily log of company and personnel movement,
including: alarms, annual leave, emergency leave,
etc.

Retain for one year, then destroy.

Vehicle Preventative Maintenance Check
Sheets

Maintenance checks on apparatus and related
equipment.

Retain for one year, then destroy.

Fire Safety Inspection

Information on businesses relating to fire safety
inspections.

Retain for one year, then destroy.

Senior Station Officers Monthly Report

Reports prepared by the senior station officer on
condition of buildings, apparatus, forms
management, etc.

Retain for one year, then destroy.

Vehicle Maintenance Records

Vehicle service and repair records.

Retain for one year, then destroy.
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Department Director
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City Cler Date !
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Schedule Approved by State Archivist? Date




Instructions - Prepare a separate form CITY OF ANNAPOLIS RECORDS INVENTORY

for each new or revised record series. Records Management Program
PaGE__/ oF /

1. Department 2. Division 3. Unit

Y/~ 2 S’Uff/ZES‘S’/Z/J QTATIOU - TAJ‘

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes.

4. Record Series Title 57’/‘47—/ 2 W) DA 74 Y LU C— 5. Earliest Year/Latest Year

to

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function
of the series.

V274 Y %4 0/ Coryfny f/é‘:f@,awe( M EA J;
e ; ALAEsrs, ApuoIL. eRae, ehrekfeccy (AL, exe .

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
E’ﬁtter Size O Micro Film a Alphabetical M o L /& Number
O Legal Size a Computer Tape » ' /
O Bound Book 0O Floppy Disk O Numerical eFile Drawer(s)
O Audio Tape O Video Tape a/ ] O Microfilm Reel(s)
a Other (Specify) hronological O Computer Tape(s)

O Other (Specify)

0 Geographical

0 Other (Specify) 10. Anpual Accumulation

Number

ile Drawer(s)
O Microfilm Reel(s)
0O Computer Tape(s)

0 Other (Specify)
11. File is Used 12. File Becomes Inactive After
E?D(ily. O Weekly = O Monthly / ? lﬁ’lo(h(s) O Year(s)
_— ' Number
13. Current Location( Idg. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
OP3 o+tice Pt A
15. Access Restrictions 0O Yes 2_’( 16. Audit Requirements

(If yes, cite law(s) & regulations) D/ ’ '
one O State 0O Federal O Independent

17. Is an index system used? (If yes explain briefly and 18. Recommended Retention

dues‘c{:ibe wuware/software.) - | M / 2 Ion 7% 5

19. Name and Title of Preparer JM/‘) fﬁ M/C

20. Telephone Number Wr 4,3* 75 21. Date ;P//S/Qé

Se——
ADATAWWORMS\INV.WPD




Instructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

oF 7

PAGE _/

1. Department 2. Division

V23

juﬁoﬂe Son)

3. Unit

STaThaw ~-TAS

purposes.

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition |

4. Record Series Title

VERIE Ly Chfecd Lgses'S

5. Earliest Year/Latest Year .
HESH T

o

Z% LA péf/ E o //J/;ro«’/ N

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function

onh”mes\f)wf U‘)Cfﬁ/ )4/;_ -Lp 4‘/@[’4 o0 /4/%/7/4)/(/..1 “

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
B’@r Size 0 Micro Film a Alphabetical Number
O Legal Size 0 Computer Tape
O Bound Book O Floppy Disk L-Numerical O File Drawer(s)
O Audio Tape O Video Tape 0 Microfilm Reel(s)
a Other (Specify) _ 00 Chronological 0 Computer Tape(s)
er (Specify)
O Geographical CZI/@/)&’/{‘
Q Other (Specify) 10. Annual Accumulation
Number
0 File Drawer(s)
O Microfilm Reel(s)
a0 Computer Tape(s)
er (Specify)
2rSpose! wuly pllbe cdeck
11. File is Used 12. File Becomes Inactive After -
D’Dﬁ' O Weekly B O Monthly / MQL O Month(s) O Year(s)

Number

13. Current Location(s) (Bldg. Floor, Room)

ays 0)4/166’ oi wpl

14. Is Record Series Duplicated Elsewhere?

(If yes, specify office)
aNo O Yes

15. Access Restrictions O Yes oo

(If yes, cite law(s) & regulations)

16. Audit Requirements

E’m O State O Federal 0O Independent

17. Is an index system used? (If yes explain briefly and
describe an rdware/software.)
O Yes o '

18. Recommended Retention

ALsS [/ VERT

19. Name and Title of Preparerﬁ%‘/ f,%ﬁ'/g/(

20. Telephone Number Z& 37975

21, Date &’-/;f/f/

n————————
ADATAVFORMSANV.WPD




© ] for each new or revised record series.

Instructions - Prepare a separate form

CITY OF ANNAPOLIS
Records Management Program

'RECORDS INVENTORY

PAGE

/. _oF_/

1. Department 2. Division

e

S (e aechd

3. Unit

Syn Wow -~ TAS

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition

purposes.
4 Record Seris Tite 377, [ Y/ ‘4/ s sl 5. Earliest Year/Latt:st;’?r _

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series, Include the purpose or function

of the series. . ; - —_—
LOF %MAAJA/ o&) Busiwerel ,e,é Alesc C_é/a_j s

_f/d/e/y .ﬁﬂ—’/&%o& ,

7. Record Series Format(s) 8.éRec/rd$eries Sequence 9. YVolume
etter Size O Micro Film Alphabetical : Number
G Legal Size O Computer Tape /
O Bound Book O Floppy Disk O Numerical ile Drawer(s)
O Audio Tape 0O Video Tape O Microfilm Reel(s)
O Other (Specify) 3 Chronological O Computer Tape(s)
O Other (Specify)
0O Geographical
O Other (Specify) 10. Annual Accumulation
Number
ile Drawer(s)
O Microfilm Reel(s)
C Computer Tape(s),
0 Other (Specify)
11. File is Used 12. File Becomes Inactive After
a Daily O Weekly * E’mhly W%ﬂﬂ / ré/ a Month(s) ?(Year(s)

Number

13. Current Location(s) (Bldg. Floor, Room)

opS 0%66 File cafed

14. Is Record Series Duplicated Elsewhere?
(If yes, specify office)
" O Yes

15. Access Restrictions O Yes

QNo—
(If yes, cite law(s) & regulations) ’

16. Audit Requirements

eNone OState O Federal O Independent

17. Is an index system used? (If yes explain briefly and

describe .;:l%hardware/software.)
O Yes JNo

18. Recommended Retention / W

’ 7 7
19. Name and Title of Preparer CJJO/{’ / M& L

20. Telephone Number vrd’B Z@fﬁ?ﬂ—

21. Date J}/_?/;:(

Y
ADATA\FORMS\INV.WPD




Instructions - Prepare a separate form CITY OF ANNAPOLIS RECORDS INVENTORY

for each new or revised record series. ‘ Records Management Program :
PaAGE__~_oF__/

1. Department ' 2. Division 3. Unit

Jiee | Soppeemrow Opadwoo- TAS

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes. :

4. Record Series Title

: : . s. Earliesit‘}’ ear/Latest Yegr
é‘/j/p,( STA Véﬂ) OMC%J, WM)‘A Ly l%,@FT T to /mv[

6. Record Series Descﬁption (Brieﬂy describe the types of information/documents/forms found in'the series. Include the :Z}ose or function

| ortesene g /@W%/,Zéﬂméﬁ Vs LAE Bt P00 O flees
o C(Mz}h//w 0 / Klé/// /}///Mﬁﬁu‘/ 7'?5011" _/wxz,é(z{/éem/, ol ,.

7. Record Series Format(s) 8. Record Series Sequence. 9. Volume
pﬁt;; Size = O Micro Film O Alphabetical ' Number
O Legal Size O Computer Tape /
O Bound Book O Floppy Disk O Numerical Z’ﬁ; Drawer(s)
0 Audio Tape O Video Tape O Microfilm Reel(s)
O Other (Specify) O Chronological O Computer Tape(s)
: O Other (Specify)

O Geographical

mSpecify) 10. Annual Accumulation

0 X
s ¢ [ umber

e Pieel o= orFile Drawer(s) 7

A ] O Microfilm Reel(s)
/7/(1@3/)67604/\' j\[ﬂ ‘VZ/DU O Computer Tape(s)
O Other (Specify)
11. File is Used 12. File Becomes Inactive After
O Daily OWeekly ©  &Monthly /- Mﬂ/ t%nth(s) e enr(s)
) Number
13. Current Location(s) (Bldg. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
SN e FE caguad | SR, '
0 LS [7LE AL wE 0 No es R Miidd 5 el Cy///é‘/ ~
15. Access Restrictions O Yes eNo 16. Audit Requirements 4

(If yes, cite law(s) & regulations) a’( q
one O State 0O Federal O Independent

describe ?hardware/software.)

O Yes No ' M
19. Name and Title of Preparer /bﬁ/W

20. Telephone Number HO " Z,&.?‘ 7?‘7‘(/ ' 21. Date J}// ?/%

Senene————
ADATA\FORMS\AINV.WPD

17. Is an index system used? (If yes explain briefly and 18. Recommended Retention / /{/




Instructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS

RECORDS INVENTORY

Records Management Program
PAGE

/ __or_/

1. Department

e

2. Division 3. Unit

S0 pPrRESIOL

SyA0 - TAS

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition

purposes.

4. Record Series Title
y Vele 1po o PearpecdS

/ 778

Earliest Year/LatesM

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function

of the senes

//ef of [lhels Seyice gu/ Ly e /chafﬁ/f

7.y5eries Format(s)
"Letter Size a Micro Film
O Legal Size a Computer Tape

O Bound Book O Floppy Disk
O Audio Tape O Video Tape

8. Record Series Sequence 9. Volume
O Alphabetical
O Numerical a-File Drawer(s)

Number

O Microfilm Reel(s),

O Other (Specify) D Chronological O Computer Tape(s)
O Other (Specify)
O Geographical
zo(zer;specify) 10. Annual Accumulation
—QPEC/// el }éﬁ/&— //ﬂ%,/ﬂp/ k Number
CAE Jedele efFile Drawer(s)____/
O Microfilm Reel(s)
a Computer Tape(s)
N O Other (Specify)
11. File is Used 12. File‘ Becomes Inactive After
O Daily O Weekly ZM/ont\th LN 2 / W Month(s) ~E-Year(s)

Number

13. Current Location(s) (Bldg. Floor, Room)

Shadpo pllpers F ﬁéww/

14. Is Record Series Duplicated Elsewhere?
(If yes, specify office)
O No

15. Access Restrictions O Yes
(If yes, cite law(s) & regulations)

16. Audit Requirements

_rNone OState O Federal O Indep

v pfesgies X0

endent

17. Is an index system used? (If yes explain briefly and

describfggy,hardware/softwa re.)
O Yes No

18. Recommended Retention

,47537/%%74%56%464
ook Pt ey &

S YEA

19. Name and Title of Preparer C)@// WQ‘M

20. Telephone Number

0 CHB-TF7S

21. Date f//lf/fl/

Y T T T Y T
ADATAFORMS\INV.WPD




Instructions - Prepare a separate form CITY OF ANNAPOLIS RECORDS INVENTORY

for each new or revised record series. Records Management Program

PAGE OF

1. Department 2. Division 3. Unit

Free | SUPPRESSION - SvaTIon 35

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes. .

4. Record Series Title ' 5. Earliest Year/Latest Year

StertoN Log to

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function
of the series.

Lo Sheets DeTamcmwe  DATw STATToN ACTIVITIES

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
u( Letter Size = D Micro Film 0 Alphabetical Number
QO Legal Size 0 Computer Tape
0O Bound Book O Floppy Disk O Numerical a File Drawer(s)
Q0 Audio Tape O Video Tape O Microfilm Reel(s)
Q Other (Specify) E( Chronological 0 Computer Tape(s)
a Other (Specify)
O Geographical :
0 Other (Specify) : 10. Annual Accumulation
Number

a File Drawer(s)
O Microfilm Reel(s)
a Computer Tape(s)

O Other (Specify)

11. File is Used 12. File Becomes Inactive After

O Daily OWeekly © O Monthly i O Month(s) & Year(s)
- Number
13. Current Location(s) (Bldg. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
S_IWTTJ__ON 35 (If yes, specify office)
= 0 N o g @No O Yes
15. Access Restrictions O Yes Eﬁo 16. Audit Requirements

(If yes, cite law(s) & regulations)
\E{Vonev O State 0O Federal O Independent

17. Is an index system used? (If yes explain briefly and 18. Recommended Retention
describe any hardware/software.) i .
a Yes No | 2 MOI\-ITHS

19. Name and Title of Preparer [5,4;07’ mFE Mggﬁz S :
20. Telephone Number Z(_,:, §-7975 21. Date §-21-9(,

————
ADATA\FORMS\INV.WPD /




Instructions - Prepare a separate form .CITY OF ANNAPOLIS RECORDS INVENTORY

for each new or revised record series. Records Management Program
PAGE ___ OF

1. Department ' 2. Division . 3. Unit

Frre | SuperessTon Starron 35

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes. .

4. Record Series Title S. Earliest Year/Latest Year

Darw  PrevestarTve Memrenance Cax See to

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function
of the series.

Pm - Cueck Sweers . For EquzPmenNT Houseo AT
StarTon 35

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
@ Letter Size O Micro Film a Alphabetical : _ Number
O Legal Size 0 Computer Tape .
0O Bound Book O Floppy Disk ‘| O Numerical 0 File Drawer(s),
O Audio Tape 0 Video Tape O Microfilm Reel(s)
Q Other (Specify) &/Chronological O Computer Tape(s)
0O Other (Specify)
0 Geographical [
O Other (Specify) __ 10. Annual Accumulation
Number

0 File Drawer(s)
O Microfiilm Reei(s)
0 Computer Tape(s)

O Other (Specify)
11. File is Used ' 12. File Becomes Inactive After
O Daily O Weekly = O Monthly o Month(s) O Year(s)
i ' Number
13. Current Location(s) (Bldg. Floor, Room) 14. Is Record Series Duplicated Elsewhere?
S'T-F-T—:ION 35 : gl(f yes, specify office)
Qeeeerrrons OFFTceE No OYes
15. Access Restrictions O Yes B’ﬁo 16. Audit Requirements

- (If yes, cite law(s) & regulations)
@None OState 0O Federal O Independent

17. Is an index system used? (If yes explain briefly and 18. Recommended Retention

describe any hardware/software.)
O Yes l!(No / }//\7

19. Name and Title of Preparer ﬁﬁ»/or 7 F Z@( =Z S

20. Telephone Number S-757 5; : 21.Date -2 A

h—————
ADATAWFORMSAUNV. WPD




Instructions - Prepare a separate form
for each new or revised record series.

CITY OF ANNAPOLIS
Records Management Program

RECORDS INVENTORY

PAGE OF

1. Department 2. Division

Free

S UPPRESSTON

3. Unit

STFTTION 35/

purposes.

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retey/and disposition

4. Record Series Title

| Free-Sarem . Swrvey ReporT

5. Earliest Yea%est Year
) to
A

of the series.

.
6. Record Series Description (Briefly describe the types of information/documents/forms found in the series.

Recorp oF TNFrAC In - Seevice _INS

clude the purpose or function

TTONS

af ye57i{e law(s) & regulations)

7. Record Series Format(s) L‘"\\ 8. Record Series Sequence 9. Volume
E(Letter Size Q Micro Film h .. 0 Alphabetical Number
O Legal Size 0 Computer Tape
O Bound Book 0O Floppy Disk ONumerical 0 File Drawer(s)
O Audio Tape 0O Video Tape \,.. O Microfilm Reel(s)
O Other (Specify) O Chronological O Computer Tape(s)
. O Other (Specify)
o Geographi‘cg\l/
N "
O Other (Specify)\-. 10. Annual Accumulation
s
/ . ’ Number
. ‘0 File Drawer(s)
/' ™. O Microfilm Reel(s)
4 . O Computer Tape(s)
) "‘\\ G Other (Specify)
’// x.,\\ K .
11. File is Used _// 12. File Becomes Inaciﬁe After
O Daily O Weekly - / O Monthly O Month(s) Q Year(s)
’ / Number
13. Current Locatio%s)’(Bldg. Floor, Room) 14, Is Record Series Duplicated Else\wh\ere?
S TP TLON 3 (If yes, spf{cify office) \\
Qeerarrons Orpxce ONo @¥es e (Mersacs OFEICE
15. Access Res(rictions a Yes @No 16. Audit Requirements

O Federal O Independent

aNone O State

17. Is an index system used? (If yes explain briefly and
describe any hardware/software.)
OYes ®No

18. Recommended Retention

VK

19. Name and Title of Preparer

CAPT I F Fosers

‘Z(og"?q 7;:

20. Telephone Number

21. Date 8—3.]-—[?(,

e ———
; ADATAWWORMSAUNV.WPD
.
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Instructions - Prepare a separate form CITY OF ANNAPOLIS » RECORDS INVENTORY

for each new or revised record series. Records Management Program
PAGE OF

1. Department : 2. Division . 3. Unit

Frze SUPPRE SSTOR SiATIoN 3S

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes. :

4. Record Series Title 5. Earliest Year/Latest Year

RRESPONDENCE. to

6. Record Series'Description (Bkiefly describe the types of information/documents/forms found in the series. Include theyoé)r function
of the series.

Recoros oF CORRE SPONDEKE 13ETWEEY STATToY/35 AND

OHers .

7. Record Series Format(s) ) 8. Record Series Sequence : 9. Yo{ume
. N
N
O Letter Size O Micro Film O Alphabetical , // Number
O Legal Size 3 Computer Tape : \\\ o / :
O Bound Book: O Floppy Disk 0 Numerical ' / O File Drawer(s)
- 0 Audio Tape O Video Tape \\\ . / . 0 Microfilm Reel(s)
& Other (Specify O Chronological - O Computer Tape(s)_________________
Voagrads é&ﬁ s RS e O Other (Specify)
O Geographical ,_,/ ,
N,
a Other (specify)“a__ 10. Annual Accumulation
- umbe
S R O File Drawer(s)__
e O Microfilm Reel(s)___
S ' "‘--\\ . O Computer Tape(s)
pa ' A a Other (Specify)
Ed "
11. File is Used /./ - .- | 12, File Becomes\‘lr_!active After
a Daily O Weekly - O Maorithly o Month(s) O Year(s)
- /,.-"/ Number )
13. Current Location(s) (Bidg. ‘Fl,oi;.‘r, Room) ' 14. Is Record Series Duplica\"ted Elsewhere?
¢ / . - -
ST‘m:EoN BS L (If yes, specify office)
Frons OFETXE ONo DYes )
15. Access Restrictions"’/ O Yes - =Ko 16. Audit Requirements

(If yes, cite-law(s)/& regulations)
' eNone O State 0O Federal O Independent

\\

17. Is an index system used? (If yes explain briefly and 18. Recommended Retention \
describe ? hardware/software.) ' ;
N

O Yes o ‘ _ 3(0 MON—I-H_S

19. Name and Title of Preparer d#//-‘ mFZ[A{;gfs : '
20. Telephone Number 'LQ% -79 7_’:.’ _ 21. Date 8’2 ]*7¢

Iy YT T Y Yy
ADATAFORMSUNV.WPD




